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INTRODUCTION
Introduction	
[bookmark: _GoBack]This manual is a guide for establishing and maintaining safe working conditions at the company and for promoting safe work practices by management and employees. The following policies, procedures, information, and guidelines are set forth by the company to protect not only the Drivers, but the public and other company employees as well.

Safety is EVERYONE’S responsibility.  The success of any safety program depends on the cooperation and active support of ALL.  The Company, therefore, expects Drivers to follow safe work practices in the interest of their own safety and the safety of others.

Compliance with DOT and FMCSA Regulations

It is the responsibility of all Drivers to ensure compliance with the United States Department of Transportation (USDOT) rules and regulations affecting our business.  Specific responsibilities are defined in various publications including, but not limited to, Title 49 – Transportation of the United States Code of Federal Regulations (CFR) Parts 100-199, 383, 387, and 390-399.
Federal regulations do not prevent motor carriers from imposing more stringent or additional qualifications, requirements, examinations, or certificates. The Company will do so when necessary.  It is the goal to be a forerunner in the trucking industry.
The following are statements of general responsibilities for Drivers and are not intended to be all-inclusive:
· Each Driver will have general familiarity of the FMCSA Regulations.  While the FMCSA guidebooks (produced by JJ Keller and other companies) are good, they are updated monthly, quickly making the information out-of-date. They also do not contain interpretations or meanings of the regulations like the FMCSA website does. All drivers should have access to the FMCSA website (https://www.fmcsa.dot.gov/regulations).  If a driver does not have access to the FMCSA website, then they may access it at the company terminal or call Safety for guidance on any rules and regulations. 
· Each Driver must ensure they comply with all regulations under the FMCSA.  This includes but is not limited to:  Hours of Service Compliance, Correct HOS Recordkeeping, Pre/Post Trip Inspections, Keeping Legal Weight Limits, Ensuring all Necessary Paperwork is in the Truck, and all other FMCSA Requirements.
· Each Driver must ensure they comply with FMCSA 391 Subpart B 391.11(3): A Driver can, by reason of experience, training, or both, safely operate the type of commercial motor vehicle he/she drives


· All the company and employees in safety sensitive functions, must comply with FMCSA 391 Subpart B 391.11 (2) Can read and speak the English language sufficiently to converse with the general public, to understand highway traffic signs and signals in the English language, to respond to official inquiries, and to make entries on reports and records.
· Seatbelts and other safety devices will be used at all times
· All the company will comply with DOT officials, DOT/FMCSA Regulations, and all other law enforcement officials and any governing rules and regulations.
[bookmark: _Toc384811444]ORIENTATION 
[bookmark: _Toc384811445]When/Who Does Orientation
Each new company Driver will undergo an orientation upon employment.  In addition, any former employee (Driver) who has been away from the company for 180 days or more will need to undergo another orientation period or has never received initial orientation.
Orientation will be conducted by a qualified company personnel as scheduled.

[bookmark: _Toc384811446]Why Orientation
We feel that it is best to have each Driver fully aware of the expectations of the company   regarding performance, safety, and other functions.  It is best if each employee knows what will be required of them, so they are aware of the standards to which they must perform.

Also, there are specific training requirements for new hires set forth by the FMCSA. 

What is Covered in Orientation 
Topics covered in orientation can vary depending on what division a driver will be working in (shuttles, OTR, agri, etc).  Below is a generalized list of what every driver will be trained in:
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-DOT Recordable/Reportable Accident Policy 
-10 Point Policy	
-Adverse Driving/ Backing Safety             -Health and Wellness Training
              -Slips, Trips, and Falls Training		 -Applicable HOS 
-Fire Extinguisher Training
-Electronic Log Training
-Equipment PPE and Entry/Exit                                                 -Drop and Hook/Landing Gear
-Drug and Alcohol Awareness
 -Personal Conveyance Policy
-Trip Planning Tips and Awareness
 -Regulatory Roadside Stop Awareness Training
 -Federal Whistleblower Protections Training
-FMCSA Hours of Service Refresher Training
 -FDA Food Safety for Carriers Awareness Training 





Other Considerations
During the orientation process we conduct a Road Test on each driver.  If the Driver fails to meet the minimum standards for the testing or commits an act that causes automatic failure, then the Driver will be terminated.

Any Driver who fails the Road Test may be ineligible.   Any driver who has a Preventable Accident, Clear Violation of the Law, or Commits an Unsafe Act will be categorized as needing more time before returning or even being given a 2nd road test immediately with a qualified individual.



Driver Qualifications (Company and Governmental)

FMCSA Regulations for Driver Qualifications.

All CMV/CDL Drivers must meet specific guidelines under the FMCSA.  Each state may also provide a more stringent set of regulations beyond what the federal government provides.  Below are general qualifications for drivers under the FMCSA 391.11:

A. A person shall not drive a commercial motor vehicle unless he/she is qualified to drive a commercial motor vehicle. Except as provided in § 391.63, a motor carrier shall not require or permit a person to drive a commercial motor vehicle unless that person is qualified to drive a commercial motor vehicle.
B. Except as provided in subpart G of this part, a person is qualified to drive a motor vehicle if he/she - 
(1) Is at least 21 years old; 
A minimum age requirement for the company driver is set at 24 years of age.
(2) Can read and speak the English language sufficiently to converse with the general public, to understand highway traffic signs and signals in the English language, to respond to official inquiries, and to make entries on reports and records; 
(3) Can, by reason of experience, training, or both, safely operate the type of commercial motor vehicle he/she drives; 
(4) Is physically qualified to drive a commercial motor vehicle in accordance with subpart E - Physical Qualifications and Examinations of this part; 
	See Also: Medical Qualifications (in this section)
(5) Has a currently valid commercial motor vehicle operator's license issued only by one State or jurisdiction; 
(6) Has prepared and furnished the motor carrier that employs him/her with the list of violations or the certificate as required by § 391.27; 
(7) Is not disqualified to drive a commercial motor vehicle under the rules in § 391.15; and 
(8) Has successfully completed a driver's road test in accordance with § 391.31, or has presented a Class A CDL which the motor carrier that employs him/her has accepted as equivalent to a road test in accordance with § 391.33. 
Road tests are required for all drivers with the exception of returning drivers that have separated from the company within 180 days. 
Medical Qualifications (FMCSA 391.41-49)

Each Driver must ensure they are medically qualified to drive a Commercial Motor Vehicle.  The company will monitor this as closely as possible; however, it is ultimately the Driver’s responsibility to ensure the are medically qualified.  Drivers who operate a CMV without a current or valid medical card will be subject to discipline, up to and including termination.  

All Drivers must give a copy of their current/new medical card to Safety so that it can be placed into their Driver Qualification Files.  All Medical cards must be run through the National Registry of Certified Medical Examiners.  An MVR is required to be requested by the state within 15 days of the medical examination. This will all be added to the Driver Qualification File for the employee as directed by the DOT. The company will not be responsible for submitting your medical certificate to the state. 

Any Driver that has a change in medical condition must notify the company and seek reevaluation by a physician listed on the FMCSA National Registry of Certified medical examiner to ensure they are still fit for duty. 

	
Drivers who withhold information from medical examiners, the company, or the state will be subject to termination.

Any Driver who is placed on a new medication needs to verify that it is approved for use by a licensed medical practitioner familiar with the driver’s medical history. The substance will not adversely affect the driver’s ability to safely operate a CMV.    


Experience Requirements.

  Each driver must meet a minimum of 3 years recent, verifiable Commercial Motor Vehicle operation experience.  Drivers who are close on experience or have not driven a CMV in a year or more will be subject to review.  If a driver is granted a waiver to work for the company due to not meeting these requirements he or she will be subject to strict guidelines for the first 90 days.

  Waiving the 3-year experience requirement is a decision made by the safety committee after reviewing the driver “as a whole” and will be granted on a very limited basis, if at all.


Qualifications for MVR Backgrounds
Every Driver must keep their driving record acceptable.  Not only is this required by the DOT, but it is also required by our insurance and the company.

Minimum qualifications to hire a driver is as follows:

	-No Serious Traffic Violations in the last 5 Years
	-No more than 4 moving violations in the last 36 months
	-No more than 2 moving violations in the last 12 months
     -No 2 or more AT Fault-Accidents
     -No 1-15 MPH or more violations 
     -No Hand Held Device Violations 
	
        Drug and Alcohol offenses while operating a CMV are permanently disqualifying.

Drug and Alcohol offenses that occur while operating a POV must be at least 8 years old     and will be handled on a case by case basis by the safety committee. Any current Driver who has a Drug or Alcohol offense will be suspended from driving for the company while awaiting the outcome.  Any current Driver who is convicted of a Drug/Alcohol offense while driving any vehicle will be subject to immediate termination.

All company drivers must remain insurable. Any Driver that is deemed uninsurable, due to moving violations, will be removed from all driving positions and may be subject to termination.

A request for MVR will be sent to the state on the following occasions:
	-New Hire			-Renewing CDL
	-Renewing Medical Card	-After a DOT Reportable/Recordable Accident
	-Annual Review			-Insurance Requests
     -MVR Monitoring Program

It is required by law to inform your employer of any and all traffic convictions you receive, even while operating yours or someone else’s POV. Failure to do so will result in disciplinary action.

Drug and Alcohol Qualifications

-Pre employment 
-Annual Requires
-Drug & Alcohol
-Clearinghouse Required

No company employee that performs safety sensitive functions shall be permitted to engage in the use of illegal drugs, abuse of legal prescriptions, or be under the influence of alcohol while at work.  This includes not only Drivers but dispatchers, mechanics, and any other personnel deemed safety sensitive.

The Company and Department of Transportation (DOT) Drug/Alcohol 

The majority of this information is contained within the company Drug and Alcohol Manual.  Please refer to it for any detailed information pertaining to polices, rules,  and regulations.  This section of the safety manual will go into brief detail on certain key topics.

Drug and Alcohol Driver Retention Policy.

It is the policy of the company to terminate any employee who is caught or convicted of driving while under the influence of Drugs or Alcohol.  

It is the policy of the company to terminate any driver who fails a Drug or Alcohol screening (Pre-Employment, Post Accident, Random, & Reasonable Suspicion)

It is the policy of the company to terminate any driver caught with illegal drugs.  This includes being caught by law enforcement or by shop/safety personnel.

It is the policy of the company to terminate any driver who refuses to take a Drug or Alcohol screening as defined by DOT Rule 49 CFR Part 40 Section 40.191, 40.61, 40.63, 40.67, 40.69, 40.193, and 40.197.

DOT Drug and Alcohol Testing.

All potential company drivers will be required to take a Pre-Employment Drug Screening as required by law. No Driver may operate a company vehicle in a DOT Regulated driving positions until a negative drug screen result has been sent to the company from the MRO and placed into the employee’s file.

All company drivers are required to be in the pool for random Drug and Alcohol screenings.  We use a third-party consortium which will generate a list of Drivers each quarter.  Those selected will be notified within the 30-day time frame and will immediately be sent to take their drug and/or alcohol screening once notified.  Any driver who refuses or fails to comply will be submitted to the FMCSA clearing house.  Refusal to test is the same as a positive screening and will result in immediate termination.

Any Driver who is involved in a DOT Recordable/Reportable accident may be subject to take an immediate Drug and Alcohol Screening.  The following is a general rule of thumb:

1. If there is a FATALITY, the Driver must be tested
2. If there is an INJURY where one or more people must SEEK MEDICAL TREATMENT AWAY FROM THE SCENE of the accident, and the Driver is ticketed or believed to be at fault, then the Driver must be tested
3. If vehicles involved must be TOWED from the scene because they were incapacitated by the accident, and the driver is ticketed or believed to be at fault, the Driver must be tested.
If a Driver has just began, is in the process of, or just completed safety sensitive functions and is exhibiting signs/symptoms pertaining to being under the influence of Drugs or Alcohol, then they will be taken for testing under Reasonable Suspicion.  This provision also applies to anyone for works for the company in a safety sensitive position. The employee observing the behavior must have been trained under the guidelines of Title 49 Part 382.603. (Title 49 Part 382.307)

Any employee who is a direct supervisor over DOT Regulated CMV drivers that has reasonable suspicion that a driver may be under the influence for Drugs or Alcohol, but has not been trained under the guidelines of Title 49 Part 382.603, may not send the driver for testing; however, they may send the driver home after speaking with both the Safety Dept and HR if they approave.

4.3 Non-DOT Drug Testing
Any Employee who drives any form of company vehicle or performs safety sensitive functions will be subject to drug testing as a condition of employment.  This includes pre-employment, post-accident, random, and reasonable suspicion.
[bookmark: _Toc384811447]4.4 Possession of Alcohol in Company Vehicles.
It is prohibited by the company employees to possess alcoholic beverages in company vehicles.  Even when in an off-duty status, a driver may not have any form of alcoholic beverages in a company vehicle, regardless of remaining content.  

It is also prohibited to have empty alcoholic beverage bottles in the vehicle regardless of intent or desired usage.

Example: A Driver may not keep an empty alcoholic beverage bottle to store loose change in. 


Accidents and Accident Procedures
What Defines an Accident

The North American Transportation Management Institute defines an accident as an unintended event involving one or more vehicles that causes death, injury, or property damage.  This definition is a great guideline but will be expanded on to include incidents that may not cause damage but do put a burden on the company monetarily. 

Example:  If a Driver inadvertently drives off the road and the vehicle cannot return to the roadway on its own.  The company must then pay to have a tow truck come out and pull the truck to the road surface.  While there was no damage, this will result in the company facing a financial loss due to driver error.  This will be labeled as an incident/accident.

What Defines a DOT Recordable/Reportable Accident

The FMCSR Title 49 CFR, Part 390.5 defines this type of accident as:
An occurrence involving a commercial motor vehicle operating on a highway in interstate or intrastate commerce which results in:
(i) A fatality;
(ii) Bodily injury to a person who, as a result of the injury, immediately receives medical treatment away from the scene of the accident; or
(iii) One or more motor vehicles incurring disabling damage as a result of the accident, requiring the motor vehicle(s) to be transported away from the scene by a tow truck or other motor vehicle.
Determining Preventability of an Accident and Disciplinary Actions 

The company has a Safety Committee which, under normal circumstances, will meet weekly.  The committee reviews all of the information on the accident including pictures, statements, videos, police reports and any other evidence/information the Safety Committee can obtain.  

Once the information is reviewed and discussed, a determination will be made about Preventability.  If the accident is deemed Preventable, the committee will then discuss the appropriate disciplinary action.  

In determining the appropriate disciplinary action, the Safety Committee will take into consideration the following:

A. Severity of the accident
B. Cost to the company
C. Which safety practices were not followed 
D. Which laws and/or regulations were not followed 
E. Previous disciplinary action handed down under similar circumstances
F. Time with the company
G. Years of experience
H. Previous accidents the Driver has had with the company
I. Extenuating circumstances sounding the event
J. Any other facts, events,  conditions, or circumstances believed to be pertinent
The following are the formal disciplinary actions that can be handed down:

1. Coaching –Formal letter in the drivers file that states they were coached/trained on a specific event or topic to improve upon it.
2. Verbal Warning –Lower level formal write-up, that is placed into the Driver’s file
3. Written Warning-Upper level formal write-up, that is placed into the Driver’s file
4. Suspension-Temporarily removing the Driver from our workforce for a period of no-less than 3 working days, without pay.
5. Termination-Removal from the company employment.
The Safety Committee will also assign a 90-day probation after an accident.  This letter will indicate that the driver will face termination if they are found to be “at fault” for any other accident in the following 90 day period.

Due to the nature of a DOT Recordable/Reportable Accident and the severity and weight placed upon the company by the DOT/FMCSA, any driver found to be at fault for a DOT Recordable/Reportable Accident can face immediate termination.


5.4	Accident Procedures 

When involved in an accident, regardless of who is “at fault”, it is very important to stay calm and immediately begin assessing the situation.  A Driver must quickly determine if they are in any immediate danger due to the conditions (fire/explosion, being struck by another vehicle, etc).  If a Driver is facing an imminent threat to their health or life, then the Driver needs to take appropriate steps to remove themselves from the situation but DO NOT LEAVE THE GENERAL SCENE OF THE ACCIDENT. 

Any CDL Driver who leaves the scene of an accident involving a CMV they were driving, will lose their CDL for one year.

If the scene of the accident does not put the Driver into any type of immediate threat, then the driver must exit the vehicle and begin securing the scene. Once the scene is secure the Driver must notify the authorities and the company immediately from the scene.  The Safety Dept will conference call in the insurance company while a Driver is still at the scene if necessary. 

Memory begins to fade quickly, it is best to write down facts and events quickly before they begin to fade from memory or become obscured by the environment of the accident scene.

Taking pictures is a must to preserve evidence before vehicles or obstacles begin to move at the scene.  The following pictures must be taken at the scene:

-Basic 4 directs of vehicle #1 (4 photos)
-Basic 4 directs of vehicle #2 (4 photos)

-Approach path of vehicle #1 (2 - 4 photos)
-Approach path of vehicle #1 (2 - 4 photos)

-Impact Area (2 - 4 photos)
-Line of site views (2 - 4 photos)
-Traffic controls and general area (2 – 4 photos)

When getting photos be sure to include the following, in the above mentioned photos or, as separate pictures:
	-All vehicles and license plates
	-All vehicle damage
	-Final vehicle rest positions
	-All tire marks, gouges, and debris
	-Traffics signs, trees, and poles
	
Sketch the scene and events of the accident if possible.  This will help you better explain what occurred to law enforcement officers.  This will also help prevent events from fading too quickly from your memory.  The more a Driver can document the better off they and the company will be.

Be sure not to take pictures of injured or deceased parties; however, photographing or videoing people moving, walking, stooping, etc after the accident  can be helpful to the accident investigation teams and the insurance companies.

DO NOT admit guilt, give statements to anyone except law enforcement, or argue with people at the accident scene.  AVOID interactions with the MEDIA and refer them to contact the office.

DOT Recordable/Reportable Notes
Any DOT recordable accident found to be preventable by the driver can result in termination of the employee.

While the general scope of being involved in a DOT Recordable accident are general the same as a Non-DOT, there are a few key points that need to be noted

1. If a Driver is ticketed or believed to be at fault for the accident then he/she will be sent for a DOT Drug and Alcohol test as soon as law enforcement releases them from the scene.
2. If a Driver refuses to take a Drug and Alcohol test, then they will be reported the Drug and Alcohol Clearinghouse and treated as a positive result.
3. The Driver will be removed from duty if preventability cannot be immediately determined, until such time that it can be.

5.6 	Failure to Report an Accident/Incident

Failure to report an accident or an accident in a timely manner will result in discipline, up to and including termination.  It is the responsibility of each driver to ensure they follow procedures to report any accidents or incidents.

5.7	New Driver Employees (90-Day Probation Period)

Any Driver who has an accident within the initial 90-Day probation period may be subject to termination.

5.8	“Two Quick” Policy

Any Driver who has two accidents with-in a 90-day period will be subject to suspension or termination as directed by the safety committee.
[bookmark: _Toc384811448]5.9	Re-Training After Accidents

Drivers who are involved in an accident may be subject to re-training based up the facts and conditions of the accident.  

5.10 Accident Investigation and Prevention

The company will investigate each accident/incident that a Driver is involved in.  This information will be used to help the company prevent future incidents and help the Safety Committee in their determinations. 

It is the duty of every company employee to aide in the investigation as needed.  Any employee who interferes with an investigation, hides evidence, or gives false information during an investigation will be subject to disciplinary action up to and including termination.


DOT and FMCSA Compliance

This section will cover the minimum requirements that are expected by all company drivers in regards to compliance with DOT and FMCSA regulations.

Hours of Service

FMCSA Part 395 sets forth specific Hours of Service criteria that every CMV Driver must follow.  This includes the 70 Hour Limit Rule, 14 Hour Rule, 11 Hour Driving Rule, 7/3 Split, 8 Hour Break, 10 Hour Break, and 8/2 Split Sleeper Provisions.  Every Driver must have thorough knowledge of the rules and will be required to follow them during employment with the company.

Any Driver who fails to follow the Hours of Service rules will be subject to the progressive discipline policy as follows:

1. Coaching –Formal letter in the drivers file that states they were coached/trained on a specific event or topic to improve upon it.
2. Verbal Warning –Lower level formal write-up, that is placed into the Driver’s file
3. Written Warning-Upper level formal write-up, that is placed into the Driver’s file
4. Suspension-Temporarily removing the Driver from our workforce for a period of no-less than 3 working days, without pay.
5. Termination-Removal from company employment.
The discipline will remain in the Driver’s file for a period of 6 months from the date of occurrence.  At this time, the discipline will be removed and all other disciplinary action involving Hours of Service will downgrade to the next lower disciplinary actions.

Example:  A driver receives a Coaching and then a month later receives a Verbal Warning.  6 months from the violation that generated the Coaching for the Driver’s file, the Coaching will be removed and the Verbal Warning will be downgraded to a Coaching.

150 Air Mile Drivers must ensure they comply with the HOS laws with the addition of having a 16 hour exemption that may be used in accordance with the law.  Contact the Safety Department regarding this and other exemptions to see if you qualify.

Any Driver who is Agriculturally Exempt form Hours of Service must still comply with the 14 Hour Daily Limit and the 10 Hour Rest Break regardless of whether or not they are legally required to.

Any time spent working for this or another company must be accounted for on your RODS or time records.

If a Driver has any questions pertaining to HOS, what is off-duty time, what is on-duty time, what must be noted on the logs, or how it must be filled out, please see the Safety Department.


Record of Duty Status (RODS)

Every company employee will be required to submit a Record of Duty Status as required by law.  Any Driver who fails to turn in the appropriate RODS within the legal time frames will be subject to disciplinary action.

1. OTR , Regional, and Non-150 Air Mile  Drivers 
a. Must ensure they are using ELD
b. If the ELD malfunctions and the driver is using other means of logging, the Driver has 13 days to submit the RODS to the company.
c. Drivers must have 8 blank RODS in their possession.
d. Drivers must have an ELD packet containing ELD Certification instructions and ELD informative sheet. 
2. 150 Air Mile Drivers
a. Must turn in a monthly time sheet
b. If 14 or more hours have elapsed since the Driver’s shift has begun, and the Driver is still working, the Driver must also submit a paper or electronic log to the company with proper notation on the timesheet.
c. If a Driver goes beyond the 150 air mile barrier, the driver must submit a paper or electronic log to the company with proper notation on the timesheet.
d. If a Driver is required to submit a paper or electronic log more than 8 times in a rolling 30 day period, then they must be placed on ELD’s.
3. Agri Exempt Drivers
a. See your location for rules/regulations for RODS requirements
4. Personal Conveyance (Personal Time / Off Duty Driving)
The DOT allows for driving while off duty under very specific circumstances as provided the company has a Personal Conveyance Policy.  Personal Conveyance may be used by the driver without permission from the company as long as the following criteria are met:

The driver must be using Personal Conveyance for one of the following reasons:
a. Personal conveyance must not be used to advance or “reposition” the load.
b. Must have exhausted all available hours at the shipper or receiver. PC can then be used to the nearest safe location (regardless of positioning) to obtain adequate rest. This can be utilized whether you are empty or laden.
c. Personal Conveyance can be used while obtaining a rest break to obtain meals, lodging, and showers, and cannot be used to extend available hours in any manner.
d. The maximum limit for usage of personal conveyance of 45 minutes per shift. Any usage in excess of 45 minutes without prior approval of the safety department will be considered excessive abuse and could lead to loss of privilege of PC. 

Each company driver must ensure they are not only submitting their RODS, but also that it is correct when submitted.  It is each Drivers responsibility to ensure there are NO FORM AND MANNER ERRORS on the Record of Duty Status they submit to the company, this will also result in disciplinary action if a Driver fails to comply after being coached.

The company WILL NOT KNOWINGLY ACCEPT A FALSE OR INCOMPLETE RECORD OF DUTY STATUS.  A Driver who attempts to falsify a Record of Duty Status will be subject to disciplinary action. This includes any misuse of personal conveyance restricted to 45 per duty hour drivers must plan trips accordingly. Abuse of Personal Conveyance will be disabled no less than 90 days.

6.3	Pre Trip Inspections (FMCSA Part 393)

Every company driver must complete a Pretrip inspection of all company equipment they operate.  This includes any trucks and/or trailers used throughout the course of the shift.  If a defect is found, it must be reported so that it can be repaired and it must be on a DVIR.

These inspections are not only required by law but are important to ensure the vehicle is safe to operate.  Defects that are quickly found and repaired will keep the equipment functioning better and safer.  This protects the Driver, the company, and the general public.

These inspections not only include the safety and functionality of the vehicle but will also include any paperwork, safety equipment, and other items required by law.

Any driver found to not be completing these inspections will be subject to disciplinary action. DVIR’s are only required to be completed when a defect is discovered. 
Maintaining Current Credentials 

Every CDL holder must maintain a valid Class A CDL and Medical Card additionally drivers must submit a new medical certificate to the appropriate state department immediately after obtaining a renewal. No company employee will be able to operate a commercial motor vehicle that is owned by the company (on a public roadway or area), if they have an expired license or Medical Card.  

There are no exceptions to this.  If a Driver without valid credentials, he/she will be subject to disciplinary actions up to and including termination.  It is ultimately the Driver’s responsibility. 

If a Driver becomes unqualified due to loss of License or Medical Qualification, they must notify the company IMMEDIATELY and be removed from driving a CMV until such time that they may be reinstated.

Roadside Stops

Drivers are expected to remain professional and courteous during any interaction with law enforcement. Drivers that receive a Roadside Stop are required to fully comply with the law enforcement officials conducting it.  No company driver will become belligerent towards an officer, refuse legal / lawful requests by DOT officers, or attempt to make the officer’s job more difficult in some way.

Each Driver will be given a record of the Roadside Stop and will submit it to the company within 5 days.  The company must log and submit these forms to the state within 15 days of the stop; this time includes having to make any repairs to the vehicle before submitting the form.

Any defects found by DOT or other Law Enforcement Officials must be noted on the Driver Vehicle Inspection Report (DVIR) (49 CFR Parts 392 and 396).  These defects / violations will also fall under the 10-Point System.

Roadside Inspections or any other documentation received by law enforcement must be turned into safety immediately must notify safety on next business day if the stop occurred after business hours. Failure to report and submit documentation will result in “Write Up”. 

6.5	Outside Employment

In order to ensure Drivers are in compliance with section 395.8(a) and 395.2 of the FMCSA regulations, all Drivers are required to notify the company of any work outside of the company they are compensated for.  Drivers will be required to notify the Company in writing of the following information:
	
1. The name of the employer
2. The number of hours worked each week (completed log / time sheet showing hours) 

If a Driver has any questions on what should be recorded as On-Duty time, please see the Safety Department.


6.6	Safety Belt Use

Each company driver will wear a safety belt at all times while operating a company owned vehicle on public roadway.  The only exception to this is if a driver needs to unbuckle in order to get a better field of vision while backing a truck or checking clearance while on private property, no other exceptions are granted. 

Any company driver who violates this policy will receive: 1: coaching, 2: verbal warning, 3: written warning, 4: suspension, 5: termination.

6.7	Radar Detectors

It is unlawful for a radar detector to be in use inside a CMV, therefore, it is the policy of the company that no company vehicle may have a radar detector inside.

[bookmark: _Toc384811442]6.8	Cell Phone Use/Texting

Federal Motor Carrier Safety Administration’s ban on handheld cell phones took effect December 22, 2011.  The rule officially amended Part 392.82 prohibiting a driver from using a handheld telephone while operating a commercial motor vehicle (392.82(a)(1) and further prohibits a motor carrier from allowing or requiring its drivers to use a handheld telephone while operating a commercial motor vehicle (392.82(b)).  Drivers who violate the rule will be subject to civil penalties up to $2750.00 for each offense, and will be charged with a serious traffic violation which can impact their CDL license under the provision of 49 CFR Part 383.

	*No Reaching		*No Holding
	*No Dialing		*No Texting
	*No Viewing		*No Moving
	*No Searching for a Contact or Number
*Do Not Touch Any Cell Phone (Or Hand Held Device) While the CMV Is Moving      or On A Roadway


6.9	Passenger Policy

The company recognizes the importance of family and friends in a driver’s life and the support they provide to our drivers.  Accordingly, the company wishes to establish policy that will permit a driver to take passengers.

Unless specifically authorized in writing, no driver shall transport any person or permit any person to be transported on a company vehicle, nor shall they be permitted to board the vehicle pursuant to company policy.  To the extent that company policy permits another individual on the vehicle, a driver may have no more than two passengers on his/her truck at any one time.  Only “full time” company drivers, and the company office casual drivers (not casual drivers), lease driver and owner Drivers may participate in the company Rider Program.

Passenger Requirements:
· Can be any person 11 years of age or older
· Child (under 18 years) requires a statement from the legal guardian authorizing the driver to take and transport the minor child from state to state
Requirements applicable to all drivers and passengers:
· Completion of the “Passenger Release & Indemnification Agreement”
· Completion of the “Driver Release & Indemnification Agreement”
· The passenger may not operate, maintain, connect or disconnect any company equipment, nor may any passenger assist in loading, unloading or securing cargo.
· The passenger must wear safety restraints at all times while the truck is in operation.
· All rules, regulations, policies and procedures which pertain to passengers established by the Department of Transportation, the Company and the Company’s customers must be followed at all times.
Requirements for Drivers:
· Any driver wishing to participate in the company Rider Program must be a company driver who is employed as a solo driver or lease driver or O/O and who is not a trainee.
· To participate in the company Rider Program, the driver may not be on probation for any safety issues.
· Must keep the signed authorization form on your truck at all times.
· No Feed Drivers and  Live Haul Drivers may have a passenger except another employee
· No non-employee passengers on Hwy 23 or other roads deemed dangerous
· Daycab Drivers must get permission from Ops on a day-by-day, case-by-case basis to have a passenger.  Dangerous weather conditions will exclude passengers from daycabs.


10-Point System

Below is the 10 Point scale and rules we use here at the company:

Drivers with an aggregate total in excess of 10 points will be subject to immediate termination. 
Points accumulated are to remain effective for a total of 12 months. Below are some violations and points counted for each:

1. DWI or other Drug / Alcohol Violations - Termination
1. Careless or Reckless Driving - 10 Points
1. Following to close- 7 Points
1. Driving while physically / medically unqualified- 7 Points
1. Driving while disqualified (Example: expired CDL, etc)- 7 Points
1. Falsifying Logs / No Logs / Tampering with ELD – 7 Points
1. HOS / Log Book Violation 3 Points
1. Dot Shutdown – 4 Points
1. Major Traffic Infraction    5 Points  (Running a stop light / Stop Sign, ETC)
1. Minor Traffic Infraction  - 2 Points (improper lane change, etc)
1. Speeding  (5 to 10 over) – 4 Points
1. Speeding (11-15) – 5 Points
1. Speeding (15+) – 7 Points
1. Vehicle or Equipment Violation – 2 Points
1. State/local law miscellaneous- 2 Points (failing to produce paperwork, ETC.)
1. All Others Will Be Handled On a Case-By-Case Basis

Beyond probationary period discipline will be determined according to the specific situation, leading up to and including termination. 

1 General Safety Guidelines / OSHA

This section will review some general guidelines and best practices to keep all employees safe and give general knowledge where needed in regards to safety and OSHA regulations.
[bookmark: _Toc384811452]8.1	Entering and Exiting Tractors and Trailers

“Three Points of Contact”

Most injuries to Drivers occur while entering or exiting a tractor or trailer.  
The company has instituted a “three points of contact” program to prevent these types of injuries.  While entering a tractor or trailer, the driver must have at least two hands and one foot, or two feet and one hand in contact with the ground or the piece of equipment at all times.  This procedure gives a person more stability and prevents a slip or fall if the person accidentally loses grip with one hand or foot while entering or exiting the equipment.

[bookmark: _Toc384811456]8.2	Dress Requirements

Footwear Policy:

It is the policy of the company to require drivers and employees to wear appropriate footwear as applicable to their assigned task.  Our policy is to not wear leather-soled shoes or boots while driving.  They provide poor traction and easily slip off cab steps, especially in damp conditions.  Good traction between your shoes and any surface is essential.  Rubber-soled shoes with a tread provide some traction, but use caution.  Shoes with grit-covered soles provide good, all-around traction even on snow and oil.  

Bad weather requires extra caution due to slippery conditions.  Be alert around loading docks and watch for oil and grease, slippery ramps, stairs and platforms, and other hazards that could contribute to a slip.  While slips are common occurrences in life, there are measures you can take to minimize your chances of being a victim.  

Clothing Policy:

Clothing worn by a Driver needs to reflect professionalism and provide adequate protection. Each Driver must ensure the clothing they are wearing is appropriate for the task they are performing.
1. [bookmark: _Toc384811467]Inclement Weather

Weather conditions including, but not limited to, ice, snow, fog, and rain may cause delays in the transportation industry.  These conditions can change rapidly and will be monitored as needed.

In the event a Driver determines that driving conditions are unsafe to operate or dangerous conditions are approaching, he/she should immediately seek a safe haven to wait until it is safe to operate the vehicle.  He/she should also contact a dispatcher to report the condition and the location.  He/she is required to keep management updated on driving conditions and work out a plan of action related to delivering the load.  When a Driver is out of service due to weather conditions he/she will notify a dispatcher at the beginning and end of the required DOT break.

When weather conditions prohibit Drivers from getting started on time, he/she is to notify a dispatcher.  Notifying a dispatcher does not relieve the Driver from work for the entire day.  If the inclement weather dissipates, i.e. temperatures warm up and ice thaws, fog clears, etc., the Driver is expected to be available for dispatch.
[bookmark: _Toc384811474]8.4	OSHA

The Occupational Safety and Health Administration (OSHA) mandate programs to ensure safety and health in the workplace.  Specific OSHA standards are defined in various publications including, but not limited to, Title 29 – Labor of the United States CFR Part 1910 “Occupational Safety and Health Standards”.

Some specific regulations that employees must be aware of and follow are:

A. Lockout / Tagout Procedures (29 CFR 1910.147)
a. If any piece of equipment is unsafe, DO NOT OPERATE IT, and obtain a red tag from shop personnel. Place it in a location that will ensure others can easily  see it and will notify them of the equipment issue.
b. If any piece of equipment has a red tagout on it, DO NOT OPERATE IT, until you have spoken with the shop and they have removed the tag.
B. Eye Protection (29 CFR 1910.132-1910.133)
a. If any employee feels that any situation requires some form of eye protection, please see your manager to request it.  

C. Use Safe Lifting Techniques (Ergonomics)
a. Size up the load before lifting
b. Make sure you can carry the load before lifting
c. Bend with the knees and keep your back straight
d. Do not twist the body or make any sudden jerking movements
e. Bend the knees and slowly/gently set the load down
f. Push rather than pull when you need to slide an object
D. Hand and Hearing Protection (29 CFR 1910.132-1910.138 AND 1910.35)
a. If any employee  feels they need some form of PPE to help protect their hands or hearing, please speak with safety or their manager.
E. Workplace Violence
a. If any Employee feels they are the victim, or potentially will be the victim of, workplace violence then notify HR and/or Safety IMMEDIATLEY
F. Welding, Cutting, and Brazing (29 CFR 1910.251)
a. Only Shop and other qualified and authorized personnel may weld on any company equipment or property.
b. Any company employee who performs any form of welding must ensure they are using all required PPE
c. Any time welding is taking place, there must be safeguards to ensure no by standards can be injured
d. All equipment must be inspected for damage, leaks, and proper working condition before each use.
e. Shop employees must ensure there is proper ventilation for welding
f. If any employee is unsure about the safety of the situation, do not proceed until it is sure to be safe.
G. Forklift Safety (29CFR 1910.178)
a. All forklift operators must have completed a training period followed by a skills evaluation.
b. Every three years, all operators must undergo another skills review.
c. Forklifts must be inspected before use on each shift to ensure safe operation.
H. First Aide (29 CFR 1910.151)
a. Always call 911 for emergencies or medical issues that will require emergency treatment away from the company property
b. 1st Aide kits will be located in the company shop
c. Only those trained in 1st Aide should render it.
d. Do not move anyone who is injured unless it is absolutely necessary to prevent immediate further injury or possible loss of life.  If is always safest to allow trained medical personnel to move an injured or unconscious person.
e. Even trained personnel should not attempt to render 1st Aide to an individual who is bleeding without proper PPE due to Bloodborne Pathogen risks.
f. Again, when in doubt always call 911 immediately
[bookmark: _Toc384811450]8.5	Occupational/Accidental Injuries

The Company is committed to providing a safe and healthy atmosphere.  Preventing injuries and illnesses is our primary responsibility.  

All on-the-job injuries and illnesses are to be reported to Supervisor IMMEDIATELY.  This includes minor injuries that may only require first aid.  Failure to report all injuries and illnesses may result in a delay in the benefit payments or denial of benefits.

Should a Driver’s treating physician restrict an employee from regular duty because of an injury or illness, a physician’s form outlining the restrictions should be provided to the Company.

Fraud is a felony.  Any person who files or contributes to the filing of a false claim is committing a crime punishable by a fine and/or prison sentence.

[bookmark: _Toc384811451]8.6	Modified Duty Program

The company has a Modified Duty Program.  Temporary modified work will be provided if an Driver is unable to return to regular duties as a result of a job-related illness or injury.  This temporary work assignment may be available until the Driver is released for regular duty with or without restrictions.  Modified duty will only be provided on a case by case basis when it is practicable it is available for a period of 60 days.  At or near the end of 60 days, progress will be evaluated and if necessary, a second 60 days will be granted.

If you are injured or need medical treatment, contact your supervisor immediately.  You will be provided any necessary medical treatment, which might include first aid at the facility.  If first aid or treatment exceeds the capabilities of the nurse at the facility, then you will be referred to the Company doctor or clinic.

IF IT IS NECESSARY TO SEE A PHYSICIAN, YOU MUST ADVISE YOUR SUPERVISOR IMMEDIATELY AND YOU MUST GO TO THE COMPANY DOCTOR AS ADVISED.

If a physician for a work-related injury or illness treats you, you must obtain a written release from the physician each time you receive medical treatment.  This release should state that you are:

	Fully released to work with no restrictions, or
	Released to work with specific restrictions, or
Not released until the physician sees you again and has scheduled the next appointment

The Company physician is fully aware that we offer a temporary modified work program for you until you are recovered and fully released from work.  You must report the physician’s finding immediately to the administrator.

If the physician signs a release for your temporary modified work, you must report to work on the date indicated.  Until you are released for temporary or regular work, you must report your progress once a week to your supervisor.

Failure to report either to work when notified, or to report your progress to your supervisor is a violation of the employee work rules and may result in termination of employment.

1. [bookmark: _Toc384811455]Corrective Disciplinary Policy and Procedure

9.1	Introduction

In any well-ordained community, laws are necessary to protect the rights of the citizens as well as their lives and property.  Each Driver realizes that one person’s misconduct may harm all the rest and all Drivers should expect standards of conduct to be set up and maintained.  It is the responsibility of management to make and enforce reasonable rules to increase or maintain efficiency.  To this end, the company has in effect, and will establish from time to time, such rules as it considers necessary.

9.2	Rules of Conduct

We take for granted the fact that the majority of Drivers will maintain an acceptable standard of common honesty and decent human behavior.  For the few expectations found in any large group, however, we list the rules of conduct that have been established.  Any one of the following offenses will be grounds for disciplinary action varying from a verbal warning to dismissal, depending upon management’s judgment as to the seriousness of the offense.  Any self-evident breach of discipline not forbidden by an published policy or rule, but which is clearly harmful or which is against generally accepted standards of moral conduct will also be considered grounds.

1. Falsification of any documents or records.
2. Violation of FMCSA Department of Transportation regulations.
3. Use of abusive, threatening or profane language to supervisors or customers.
4. Intimidation, harassment or coercion.
5. Violation of Drug and Alcohol Policy.*
6. Illegal or unauthorized possession of weapons or violation of other penal laws. *
7. Acts of aggression.
8. Negligent damage to, or destruction of, or removal or theft of Company property.
9. Immoral conduct or indecency.
10. Dishonesty, deception or fraud.
11. Inadequate or improper job performance.
12. Intentional abuse of interchanged equipment.
13. Playing of pranks, horseplay or practical jokes.
14. Carelessness or recklessness.
15. Smoking in prohibited areas.
16. Creating unsanitary conditions, or other violations of health rules or health or sanitary standards.
17. Failure to report an accident and/or injury immediately to a supervisor.
18. Violation of safety rules.
19. Failure to turn in toll receipts with logs when toll road is used.
20. Failure to comply with Comdata procedures as evidenced by audit of the fuel report.
21. Willful disobedience, insubordination or failure to carry out a reasonable order.
22. Tampering with Company property
23. Not reporting cargo damages.
24. Violation of Company policies or personnel policies.
25. Any major preventable accident (Dot Recordable). *
26. Two preventable accidents/incidents (regardless of damages) within a 90 Day period.
27. Any conviction of driving while under the influence of drugs and/or alcohol. *
28. Unlawful possession of a controlled substance.*
29. Driver found to test positive for an alcohol and/or controlled substance will be terminated immediately. *
30. Continued failure to:  (1) make a daily check call, or (2) make appointed pickup/delivery time without just cause.
31. Flagrant disregard for Federal, State or Local laws, regulations, or ordinances.
32. Failure to maintain qualifications as required by the Federal Motor Carriers Safety Regulations.*
33. Tampering with or making false entries on receipts or making false representations.  Obtaining monies not actually due the Driver is grounds for termination. *
34. Use of handheld cell phones is prohibited while driving.
35. Illegal possession of a firearm.
36.  Use of cameras/video recording of Company property or our customer’s property is not allowed without written express permission from Josh or Lew Thompson.  This includes, but is not limited to:  
· Cell phone video recordings or photos
· Accident photos (except as outlined in section 2.3 of this manual)
· Any audio recording
· Any digital or photographic film image.
Anyone found in violation of this policy is subject to disciplinary action up to and including termination of employment.*




9.3	Discipline

It is our belief that the highest type of discipline is that which originates within the individual Driver.  Self-discipline in the Driver group is our goal.  However, for those occasional instances where self-discipline and mutual cooperation do not prevail, supervisors will take corrective action.

9.4	Types of Disciplinary Action
	
It is the Company’s policy to recognize and apply the following forms of disciplinary action:

Write-Up/Progressive Discipline System

1. Verbal warning
2. Written warning
3. Suspension or Probation
4. Termination
	
10-Point System:
*See 10-Point System in Section 7 of this manual
A series of point values being assigned to various violations.

Other:
Some disciplinary action may be required that is incident specific such as:
A. Coaching
B. Specific  Probationary  Periods
C. Immediate Suspension
D. Immediate Termination
E. Removal from Safety Sensitive Functions
A supervisor may discuss as a matter of information and training, a violation; however, such warning will not be considered as formal discipline.

ALL matters listed above including “discussions” will be documented and placed in the Driver’s file.

Initial discipline for a particular offense is normally a verbal warning, followed by a written warning, followed by suspension and finally termination for recurrence of the same or similar offense.

Discipline may progress from probation to suspension to another suspension or to termination, depending on the circumstances and the offenses.

Whether or not the Driver has received any prior disciplinary action, any level of disciplinary action may be imposed when the seriousness of an individual offense and/or Driver’s record indicates that such action is required including suspension and termination from the company

9.5(a)	Resignation

Resignation is a voluntary act initiated by the Driver to terminate employment with the company.  Although advance notice is not required, the Company requests at least two weeks’ written resignation notice from all Drivers.  Prior to an Driver’s departure, an exit interview may be scheduled to discuss the reasons for resignation.
[bookmark: _Toc384811458]9.5(b)	Resigning Under Dispatch

If a Driver elects to abandon his/her load or leaves the unit in an unauthorized location, the Driver will be responsible for the cost of all “out of route” recovery miles, fuel surcharge, plus expenses for recovery and return of the equipment.  The cost will be deducted from the Driver’s final settlement.

[bookmark: _Toc384811459]Scheduling and Equipment

[bookmark: _Toc384811460]Terminal Locations

Terminal locations include:

Lew Thompson and Son 			
169 Madison 8655			
Huntsville, AR  72740			
Phone:  479-738-2333
After hours:  479-738-8810
Shop:  479-738-5250
Shop after hours:  479-737-5253
Safety: 479-738-8832
[bookmark: _Toc384811461]Dispatch – OTR Drivers

Central Dispatch is located at the Company’s home office in Huntsville, AR.  Deliveries and pick-ups usually run on a tight schedule.  Time is of the essence in this industry.  It is imperative Drivers report clear, complete, and accurate information to their dispatcher when communicating with them.

When communicating with dispatch, Drivers are to advise of 1) their location; 2) whether they are loaded or empty; 3) if there are any hours of service concerns in accordance with U.S. DOT Hours of Service regulations; and 4) any other pertinent information necessary at that time.  Dispatch will then determine how to handle the next assignment.

[bookmark: _Toc384811462]Dispatch – Local Drivers

Local drivers are dispatched from their respective agency.

All Driver logs are to be turned in every time the drive submits billing paperwork.

[bookmark: _Toc384811464]Cargo

Drivers are to assure themselves the cargo they are about to haul is safe for transporting.  Before accepting a load, the trailer is to be checked to make sure the cargo is properly secured and distributed properly on the axles.  If a trailer is picked up that is already loaded and has a seal on it, dispatch should be notified before breaking the seal.  If there is a question regarding the weight of the vehicle, drivers should immediately contact a dispatcher.

[bookmark: _Toc384811465]Pickups and Deliveries

Each Driver is to check with dispatch if the time of pickup or delivery is not known.  Once the time is known, the trip should be planned accordingly.  If for any reason something happens (accident, sickness, breakdown, etc.) and pickup or delivery will not be made, dispatch MUST be notified of the circumstances.  A member of the Company will contact the customer.  Dispatch will notify the Driver of any changes in pickup or delivery times.

Pickups

1. All loads are to be checked for blocking and bracing prior to movement.  Seals cannot be broken.  If there is a question about breaking a seal or the security of the load, contact dispatch.
2. All trailers must be inspected for defects, swept clean, and nails removed to ensure acceptance at the loading point.
3. All bills of lading must show the complete name and address of the shipper and consignee and any other pertinent information critical to timely freight handling, delivery, and billing.  The Driver is responsible for verifying the trailer number on the bill of lading is the one that is picked up.  The Driver is also responsible for verifying the commodity listed on the bill of lading is the commodity in the trailer that is picked up
4. Drivers are still required to call in any exceptions to dispatch before leaving the consignee.  If there is any refused freight, a dispatcher should be notified immediately so that a disposition can be obtained.  When there is a seal on the trailer, the consignee should break the seal and the consignee sign the bill of lading as seal intact.
5. When picking up a trailer which has been loaded by the shipper, the bill of lading should be marked “preloaded and sealed trailer”.  The seal number should be documented on the bill.
6. When picking up palletized shipments, the Driver should sign for the number of pallets received and NOT the number of pieces.
7. LOAD LOCKS – Drivers are to refer to DOT regulations relating to securing loads and ensure that loads are properly secure prior to leaving a shipper when possible.  A notation should be made on the shipping papers if the load has been sealed and not able to be inspected.

Unloading or stripping

When unloading freight from a trailer:

1. Note any discrepancy on the back of the delivery receipt.  Be specific as to commodity description and details of damages (location, cause and disposition).
2. Notify a dispatcher of any freight without bills and of all discrepancies.
3. When a trailer is emptied, it must be swept clean and inspected for nails in the floor, holes in the roof or sides, and for any other defects.

Delivery

Check equipment and freight on board before leaving the customer to deliver.  All Drivers are to check equipment thoroughly before leaving (tires, lights, tandems locked, etc.).  Unless load is secured by a shippers seal that Drivers are not authorized to break (check with dispatch if there are any questions regarding seals), the doors are to be opened and the load inspected for proper blocking and bracing, and to ensure it is in the proper condition for delivery to our customer.  If any problem exists, notify dispatch for corrective procedures.  If the load is moving under the shippers seal, have consignee mark SEAL INTACT.  All shipments must be counted and checked again freight bill at the time of delivery.

No overage is to be delivered to a customer.  Identify the overage and follow the received directions from dispatch.  Any shortage must be identified by the commodity and/or carton number and so noted on the bill of lading.  Damaged and/or refused freight must have a detailed explanation of the action taken written on the bill of lading (location, cause and disposition, etc.).  Be sure the bill of lading and the customer’s copy of the freight bill show the same exception notations.  The bill of lading must be signed and dated by the customer receiving the freight.  

The Driver must contact dispatch to obtain authorization for any re-consignment or diversion of freight prior to moving the load from the loading dock.  Dispatch will be responsible for obtaining authorization and compensation for any re-consignment or delivery of freight.  Dispatch must be notified of any additional duties requested by customers.

If problems arise on delivery, contact dispatch for instructions.  Dispatch must be notified prior to leaving the customers site of any exceptions (shortage, overage, damage) at time of delivery.

Drivers are to keep dispatch advised of their status and location.  Dispatch must be contacted before leaving a pickup or delivery location and for excessive delays.  Also, every unit must be weighed and made legal.  Notify dispatch if a load is over on gross or axle weight.	

[bookmark: _Toc384811466]Fuel Tickets/Cards

FUEL TICKETS – Fuel tickets must be turned in for every purchase with your pertinent paperwork, including record of duty status showing fuel purchase.  These fuel purchases will be downloaded from Comdata and verified to audit fuel purchases.

DO NOT WALK AWAY FROM A TRACTOR WHEN FUELING

FUEL CARDS – Drivers are issued Comdata fuel cards for all fuel purchases. 


[bookmark: _Toc384811468]Equipment

[bookmark: _Toc384811469]Tractor Service
The Driver is responsible for reporting service issues to dispatch and/or the service department.  The company has a service department at the home terminal in Huntsville, AR.

[bookmark: _Toc384811470]Inspections – Tractors

49 CFR 395 outlines the regulations regarding the inspection of tractors.

Pre-trip Inspection – Before beginning each shift, Drivers are to perform a pre-trip inspection of the tractor and trailer.

Post-trip Inspection – The post-trip inspection is to be conducted per 49 CFR 396.11 that requires every Driver to report in writing at the completion of each day’s work, a vehicle inspection.  Any defects or repairs that are needed for tractors and trailers should be repaired before the next shift and noted on the Vehicle Inspection Report.  The “Vehicle Inspection Report” at the bottom of each log, is to be completed at the end of each day’s work.

Report content – Prior to operating a vehicle, the Driver must repair any defects written on the previous day’s log.

Upon being assigned a vehicle, each Driver will be asked to fill out a form remarking any and all damage or defects the vehicle has upon taking possession of it.  This form will be kept on file until the Driver changes vehicles, the Driver is no longer employed at the company or if there is a dispute about when damage or defects have occurred. 
[bookmark: _Toc384811471]Equipment Care

In order for tractors to provide the best operating service, the following guidelines will be adhered to:
1. Unit cleanliness – every driver shall make a diligent effort to maintain a clean and neat unit.
1. Only state/federal required stickers are allowed on the windshield.
1. All fluids shall be checked as part of the pre-trip inspection.
1. Pre-trip inspections are conducted and documented on line four of the time logs prior to leaving on each trip.
	
[bookmark: _Toc384811472]Taking Equipment Home

Permission must be granted on a Case-by-Case basis for taking home equipment.  Operations must review all the available information to ensure it is in everyone’s best interest for a Driver to take equipment home with them rather than parking at the closest terminal 

1. Receive approval from dispatch.
2. Park at least 50+ feet from any road, street, or highway.
3. Park the vehicle in a location that ensures the safety and security of the equipment/cargo                            
4. Receive permission from the property owner/proprietor to park on private property
5. Leave the owner/proprietor contact information if the need arises to move the equipment.
6. Will be responsible for any parking fines, towing charges, jump starts, etc. that is parked 
at any location.


LYTX CAMERA’S
The company has installed an advanced camera monitoring system in all tractors as an accident preventative. The cameras are forward facing and driver facing. When drivers are discovered to be operating in unsafe manners the below procedures will be used to correct the driver.

1. Coaching –Formal letter in the drivers file that states they were coached/trained on a specific event or topic to improve upon it.
2. Verbal Warning –Lower level formal write-up, that is placed into the Driver’s file
3. Written Warning-Upper level formal write-up, that is placed into the Driver’s file
4. Suspension-Temporarily removing the Driver from our workforce for a period of no-less than 3 working days, without pay up to termination.
5. Termination-Removal from Lew Thompson and Son Trucking, Inc employment.
Examples of unsafe driving can be events logged as roll stability, cornering, speeding, following distance, braking, etc. (these are only examples and not a complete list of unsafe driving events). 

Zero tolerance for camera obstruction.  
[bookmark: _Toc71616698][bookmark: _Toc72058933]
Pet Policy
It is the policy of the company to allow pets in the trucks under the following conditions:

19. The pet must be a domesticated house pet such as a cat or dog
19. The pet may not be considered viscous or a threat to others
19. The pet must be removed from the vehicle while shop personal is performing maintenance or repairs on equipment
19. The pet must not pose a distraction to the driver while operating the CMV
19. Vehicles should be parked in appropriate locations when pets are being walked or exercised.
19. If any customer has a “no-pet” or “no-animal policy”, the pet must remain in the vehicle while at the location.
If at any time the pet is deemed a danger to the company personnel, property, or a safety / distraction concern the Driver will be instructed to remove his/her pet from the vehicle.

Communication
Successful working conditions and relationships depend upon successful communication. It is important that employees stay aware of changes in procedures, policies, and general information. It is also important to communicate ideas, suggestions, personal goals, or problems as they affect work at the company.
[bookmark: _Toc527953323][bookmark: _Toc67755745]Drivers must ensure they communicate at all times and report any issues to the appropriate department.

14. Tractor Cleaning Fee

Any drivers leaving the inside of the vehicle un-cleaned will incur a charge of $250 minimum cleaning fee. Additional charges could apply if damage to the interior of the vehicle are discovered. These fees will be deducted from the driver’s last paycheck. 


15. Equipment Abandonment

Drivers are required to contact operations prior to leaving the company and request a return location of the equipment. Drivers failing to return equipment to the location requested or abandoned will be subject to any associated fees for recovery of the equipment. These fees will be deducted from the employees’ last paycheck. 
[bookmark: _Toc384811477][bookmark: _Toc527953324]
ACKNOWLEDGMENT
I acknowledge that I have received a copy of the Company Policy and Safety Manual and I do commit to read and follow these policies.
I am aware that if, at any time, I have questions regarding company policies I should direct them to my manager.
I know that company policies and other related documents do not form a contract of employment and are not a guarantee by the company of the conditions and benefits that are described within them. Nevertheless, the provisions of such company policies are incorporated into the acknowledgment, and I agree that I shall abide by its provisions.
I also am aware that the company, at any time, may on reasonable notice, change, add to, or delete from the provisions of the company policies.


________________________________		___________________________
Driver/Employee’s Printed Name			Position


________________________________		___________________________
Driver/Employee’s Signature				Date
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